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ABSTRACT 

One of 33 self-paced industry services leadership 
development (ISLD)\ modules, this "module contains three sequential 
learning activities on developing training manuals for an industry 
services job training program. (The type of industry services for 
which these modules were developed would involve provision of job 
training by public agencies for new or expanding private industries. ). 
The first learning activity is designed to provide the learner 
(industry services leader) with the needed background information on 
how to develop job analysis-based information and procedural manuals. 
The second: learning activity gives opportunity to apply the 
inform'ation in a practice situation,, and the final checkout activity 
allows the learner to develop a training manual in a real work 
situation, !such as when employed or when serving as an intern 
learner- Feedback devices (learner self- test and performance 
checklist) are included for use by the learner and 

inst ructor/suporvisor to assess progress. (This manual is the fifth 
in group of seven on -preparing training materials,) (JT) 
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INSTRUCTIONAL PROCEDURE 



This module contiiiiis two sotiuontial lo:irning activities :ind n Inuil chock-out activity. A 
brief overview precedes each learning activity and the final check-out activit\ . Each learning 
activity and the final check-out activity provide learning experiences tt) help you accomplish 
tile objectives, b'eedback devices ( learner self-test and performance checklist) are provided 
to help you deternu'ne when each objective has been accomplished. Sample elements of a 
training manual are prt)vided as a guide in developing your own manual. 

The first learning activity is designed to provide you with the needed background 
information. The second learning activity is designed to give you an opportunity to apply that 
information in a practice situation. The Clicck-Out Activity is the final learning activity. It 
is designed to allow you to develop a training manual in a real work situation, such as when 
you are employed or when you are serving as an intern learner. The Performance Checklist 
(Appendix A) is used by the learner and the instructor/supervisor to assess progress. The 
checklist is applicable for both practice performance and performance in the real work 
situation. 

After reading the Objectives and the Introduction on pages 3 and 4, you should be 
able to determine how much of this module you will need to complete beiorc the Check-Out , 
Activity. 

* If you already have the necessary background information required for developing a 
training manuaL you may not need to complete Learning Activity I, p. 5 . 

* If you already have had practice in developing a training manual, you may not need to 
complete Learning Activity IE p. 2 1 . 

* Instead, with the approval of your instructor or supervisor, you may choose to proceed 
directly to the Check-Out Activity, and develop a training manual when you have access 
to a real work situation. 

Your instructor or supervisor may be contacted if you have any difficulty with directions; 
or in assessing your progress at any time. 




SUPPLEMENTARY TEACHING/LEARNING AIDS 



An otTort has been made to make this module as sch'-containcd as possible. The information 
contained in the module should be sufficient to develop **cntry-lever' knowledge and skills. 
However, more has been written on this topic. The advanced learner may wish to attain 
higher levels of knowledge and skills, 

A list of resources which supplement those contained within the module follows. Check 
with your instructor or supervisor ( I ) to determine the availabilits' and the location of these 
resources, and (.2) to get assistance in setting up additional learning activities. 

This module may be used in conjunction with the following modules: module number 
Vlll-A, Conducting a Task Analysis: module number Vlll-B, Developing Performance 
Objectives;' module number Vlll-C, Determining Types of Instructional Methods and Media; 
and module number Vlll-D, Developing Performance Tests. 

Learning Activity 1 

* Bryan, Faye et al. Duplicating Processes. Mississippi State, Mississippi 39762: Re- 
search and Curriculum Unit, Drawer DX; 1975. 

* Butler, F. Colt. Instructional Systems Development for Vocational and Technical 
Training. Englewood Cliffs, New Jersey 07632: Educational Technology Publications, 
140 Sylvan Avenue, 1973. ' 

* Johnson, Stuart R.: and Johnson, Rita B. Developing Individualized lastruction. Palo 
Alto, California 94304: Westinghouse Learning Press, 2680 Hanover Street, 1970. 

* Mager, Robert F. Mea,suring Instructional Intent. Belmont, California 94002: Fearon 
Publishers, 6 Davis Drive, 1975. 

* Mager, Robert F. Preparing Instructional Objeciives. Belmont, California 94002: 
Fearon Publishers, 6 Davis Drive, 1975. 

* Mager Associates, Inc. ''You Can Hear the Learning Happen." Two filmstrips and Tape, 
Altos Hilis, California 94022: Mager Associates, Inc., 13245 Rhoda Drive, 1974. 
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Learning Activity 11 

* (Same rorerciices as above) 
Chcck-Out Activity 

* Instructional materials specialists who have written training manuals 

* Central duplicating persoinicl 

* Industry representative - 
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OBJECTIVES 



I. After completing the required reading, take the learner self-test to demonstrate that 
you have attained the knowledge of developing a training manual for an industry 
services program. You should complete all items correctly. (Learning Activity I) 

II. After analyzing the performance instructions, complete all the designated experiences 
in developing a training manual in a practice situation. Your work must conform to the 
checklist provided. (Learnirtg Activity U) 

III. In an actual work situation, develop a training nianual for an industry services program. 
Satisfactory performance will be realized when all items on the performance checklist 
(Appendix A) arc rated ''yes.'" (Check-Out Activity) 
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DEVELOPING TRAINING MANUALS 




INTRODUCTION 



Once the tasks to be eovered in a training program have been identified and sequenced, 
the industry services leader must compile or develop manuals which provide the trainees 
with the performance objectives to be achieved, procedures to be followed in achieving the 
objectives, related knowledge to be learned, and performance tests to be completed. It is ... 
recognized that instructional materials/training aids may take many forms. However, the 
"bread and butter'' item in industry services is the job analysis-based information and 
procedural manual. This type material Ims received wide acclaim in industry services pro- 
grams because of the visibiJitv provided for training requirements, and the multiple uses of 
the manual. 

Because trainees have a wide range of abilities and motivation, jt is desirable that the • 
manuals provide access to detailed information in a format that is easily followed. The 
purpose of this module is to provide a framework for developing learner-centered training 
manuals. The information begins with synthesizing information collected from interviews, 
and tapes, and ends with the coordination of the printing and distribution of the materials. 

This module suggests a format for training manuals which brines into focus acceptable 
trends in materials development. It is very important that the industry services leader adopt 
a format which will proniote consistenev in training efforts, and streamline materials develop- 
ment and use. 
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LEARNING ACTIVITY 1: INFORMATION 



You should slud> lliL" inforiuatiou pivs<.Mit<.'d in iIk' t'ollowing juigcs. AtUT reading lliis 
inalLTial. you will dLMUonsiralc knowk^dgc ol d^'Vi'loping a traniiiig manual l\\ c^iinpk'Ung 
lliL' Leai'iKT Sell- Test. p. 15. ^'ou will be L'\jluatnig \ our knowlcdg<.' b> comparing \ oui 
sclf-lL'sl an>wj.M-s wiili [\w Answers In vSoH'-Tesl. \\ h^. 

I. TERMS UNIQUE TO MODULL * 

A. Li*;irnor-ccnlcrod nianual. Training information which is'dcsigiicd and written 
spccirically for the learner, as opposed to a ikmsoii other than the learner, e.g.. 
instructor. Learner-centered manuals may also be used as a blueprint for develop- 
ing lesson plans and other training guides. 

B. Authentication of information. To establish the truth of inlormalion presented. 

C. Camera-ready copy. The final draft copy prepared for printing. 

D. Composing copy. To put together typewritten uiformation and illustrations on a page. 
L. Copy. The tv pewritten contents in a irauung manual. 

F. Format. The organization and la\oui of written informalioivand illustrative 
materials on the page. 

G. Master copy. Used synonymously wii trcamera-ready co|n-. 

H. Pasting and stripping. Removing, replacing, and aligning copy and ihustrations on 
the page. 

I. Syjithesi/ing information. Bringing together seinirate parts into a first draft form. 
J. Training manual, A book of instructions on task information and [irocedures. 

K. Utilization guide. A document which describes how to implement the nvanuals 
in state and local agencies, and industries. Also includes background data and 
information on-project plannmg. development, and reviews. 

L. Vestibule training. Learning activities provided within industry facilities, but in a 
specially prepared classroom or area sei^arated frorti the production facilities. 

M. Vocational-technical curriculum and research unit. A state center which develops 
and distributes training manuals and other curriculum materiah and conducts 
evaluations and other research in vocational-technical education. 
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11, SYNTHLSIZING liSI ORMATION I ROM INTLRVIBVS AND TAPLS 

A, Si)iii\'es 1)1" iiit\)rniation. The conUMit ol* triiiiiing ni^iiuuils lu'giiis to ho fornuihitod 
dining the first meetings with industry representatives. Portions of the information 
iiuiy he reeorded on note paper, eassette tapes, or in industry-develo|>ed maniifae- 
turinj: guides. It is not a small task to synthesize tliis raw information mto a form 
whieh ean he reeorded in training manuals. Aeeuraey of the mformation is para- 
mount, 

li. Appniaehcs to review and synthesis of in forma lion. The synthesizing of industry 
inlorniatiui^ iiieludes reviewing the information one or more times, reeording what 
IS eonsidered to he jiertinent. and having the reeorded information authentieated 
by industry manufaeturing personnel. One or more revisions will be rec|uired before 
the information is eomplete, 

The availability of clearK formulated information from iiidustrx varies with eaeh 
industry, Some industries possess detailed task information, and little effort ma\' 
be required for syiitiiesi/ing this information. Other industries, with the eneourage- 
ment of the indiistry serviees leader, will assign one or more eonipan\ enij^kn ees 
* the responsibility of eonduetiiig task analyses. Die latter inethod for identifying 
training information is [^referred, sinee it is generated by those who are most 
familiar with the industry proeediues. However, it will be neeessary for the industry 
services leader to assist in developing a standard format ' procedure for recording 
this information. I:ven if every effort is made to obtain final eopy from industry 
o personnel. industry services leader will he rcijuired to edit the eopy. combine 

content when possi'Me. and remove redimdaiit information, 

IIL FORMAT 

A. Rationale for a standard format. This module is directed toward developing a 

partieidar type training aid which is learner-centered. Quite often, a written manual 
is the only type training aid which can be justified in terms of cost, sinee a given 
industry services program affeets a relatively small number of persons. However, 
tiiis type manual has a wide range of uses in training, ineluding a basis for instruetor 
lesson plans, individualized learner-paced instruction, and in-plaiit training. 
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riiL* JiilioiunN dL'tiiics torinal as ihcgLMK'ral makeup, plan, orgaiii/alion, or 
arraiigcniLMU ol" iIk' puhliLalion. A standard niaiuial loinial is siiggL'slcd for use in 
ukluslry sLTviL'cs programs lo insurL* unilorniily of app^'aianLL" and LonsislonL\ \:\ 
approaches lo irainini^. By lollowing a standard manual lornial. wriiL-rs will have 
fewer routine deeisions to make and ean eoneentrate on the instruetional eonlent 
of the nuinual. In the absenee ot a standard fv^niiai. njsniials tend to result in a 
lK)dgei>odge ol Lurrieular aetivities, • 
I'or praelieal purposes, a standard format should aceomi^hsh the following lour 
things: 

1, Determine the sections lo he contained in all training manuals. 

2, Deternune the sequential order in wl>ieh the seetiv)ns will appear in the 
training manuals, 

3, Lstablish a eommon termiiiolog\' applieahle to the sections of tlie training 
manuals, 

4, Serve as a eheek for the developer to insure tiiat all necessary hit<.)rmiition 
has been included in the training manuals. 

Training manuals should be designed to be as self-iivstructional as possible, so 
that the trainee will not need to ask the instructor for routine learning directions. 

B. Focus of trainhig manual contents. The cont jnts of a training manual should 
center on one or more closely related tasks which, when comi^leted, result in an 
industry product or subproduct. 

C. Elements of a training manual. 

I. Title and subtitles. Titles should be carefully selected, and should state the 
nature of the materials included iJi the manual. The title(s) should parallel 
the task(s) fur which the manual is focused, llxamples of titles follow: 

a. Manual title - Fabricating cylinders 

b. Subtitles 

1 .) Forming cylinders 

2) Welding c> linder seams 
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2. InstructioiKil procL'durL'. 'I'liis SL'Ctioii of the nuijiual shoukl indicate the nature 
and intent ol" the materials, Speeifie suggestions and alternate suggestions, if 
neees.sary, for using the inanuals are stated, CJeneral procedures for the inslru^^-tor 
and/or learner to follow when using the manuals aro presented in this section. 
(Specific directions, wlien needed, are contained throughout the unit.) I'Aalua- 
tion techniques and procedures are also included. 

3. Supplementary teaching/learning aids. Lquipment. tools, su[)plies, or ai»dio- 
visual media required to supplement the material presented in the manual 
should be identified in this section. Any special preparation required by the 
instructor and/or learner should also be stated. The exact location of the 
sup[>lementary materials sliould be identified, along with instructions ou'wliieh 
parts or pages should be examined. 

4. ObjL'Ctives. ObjectivL*s are statements in precise measurable terms of particular 
behaviors to be exhibited by a learner under specified conditions. Obje^'tives 
state exactly what the learner is to know or be able to perform as a result o( 
completing the manual, and the degree of proficiencv expecte-d. 

5. Introduction, This is actually the beginning of the subject matter. The two 
important questions which should be answered in this section are: 

a. .Why IS the information or activity important? 

b. What benefit will the learner derive from learning the information, or 
from being able to perform the activity? 

6. Learning activities. This section is the heart of the training manual. It contains 
tliL- information and/or experiences the learner must read, study, participate in. 
or perform in reaching the stated objective(s). 

Because of the variety of materials developed for different industries, mat- 
erial presented in this section may t^tke any of several styles. These styles might 
range from the qiiestu>n-and-answer approach: .the old "T" li)rmat: a series ol 
experiments or laboratory activities to be performed, information to be read 
and studied, or combinations of these. 
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Any supporting materials or data (tables, transparency masters, instruction 
sheets) needed for the training manual should be included in this section, pro- 
vided the length does not distract from tht^'learning activity. If it would be 
distractful to the continuity of the m:uuial, notation of it would be made and 
the material should be presented in the appendix. 

If the learning activity is* concerned with skill development of a certain job, 
task, or operation," a procedure (performance guide) should be included in tiiis 
section, or the section itself may be the procedure. Any self-tests that are 
part of the procedure, or would reinforce leurning>'should be included in this 
section. When it is possible to develop or acquire drawings, photographs, and 
other illustrative materials, they should be included with the technical infor- 
mation needed for task performance. The illustrations should be correctly 
labeled and referenced to the technical information presented in the manual, ^ 
Check-out activities. This is the evaluation section of the manual. It is used 
to determine the achievement level of the learner. In a skill development 
activity, the check-out activities would closely parallel, or duplicate the pro- 
cedure for performing the job, task, or operation. 

in a traifiing manual emphasizing cognitive objectives, the check-out 
activities (i.e^. paper-and-pencil test) should relate to the stated objectives. 
Generally, check-out activities are not presented in the student material but 
rather are given at the completion of the learning activities. This procedure 
generally applies to any pretests as well. If pretests are used, notation of 
these would appear in the INSTRUCTIONAL PROCEDURE section of the 
manual. 

A performance checklist may be used as a standard upon which to judge 
learner performance on the check-out activity. It may include a list of criteria 
forjudging task performance, rating scale, and instructions for rating task per- 
formance.^ ■' 
Additional related activities (optional). This section would give directions to 
the learner desiring to seek additional information, activities, or experiences 
related to the training manual topics or tasks. It should not be a continuation 



o\' the i^Auw liuilcrial iiicludccl in iiKJiuial topics or tasks. Suggested additional 
activities louIlI include related readings, plant-site visitations, or related experi- 
jiients. 

Appendices (.optional). Any supplementary material to the training manual 
would be included in tliis section. Data or inrorjualionHised to support the 
learnmg activities may be included in the appendices wiien their length dis- 
tracts Ironi ihc continuity of the inalei ials, i Transparcncv masters, worksheets, 
cliarls.' instruction sheets, el ■.) 
10. Summary of lormat elements. I he following elements .sliould be considered 
lor inclusion in training manuals. 

a. Title . • 

b. Instructional [>rocedure 

c. Supplementary leaching, learning aids 

d. Objectives 

e. hilroduction 

W Learning ac ities 

g. Check-out activities 

h. Additional related activities ' ; 

i. Appendix, 

I I . Variations may be necessary. The variet\' of instructional materials produced 
and the dilferent methods of packaging them may necessitate slight variations 
to the standard format. This can be done, however, within the framework of 
.the format itself. 

Obviously, a ten-page self-paced instructional manual is differjnt from a 
150-page resource manuah however, with slight variations the format can be 
used with both types of pubJications. Examination of these two vastly different 
types of publications should point out where variation to the format would be 
justified. The clue is usually found by asking the question, ''Does the material 
have to stand by itself?'' 

The ten-page manual designed to teach one idea or task must stand by itself 
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Everything needed to instruct the learner, not only to understand the idea or 
to pertbrni the task, but how to make proper use of the material, must be 
presented. The format, iheretore. should be t'ollowed as presented in the pre- 
vious pages, 

- . ' The I50*page resqurce, manual must also stand by itself; but this is nof 

true of its various parts or cliapters. Each part or chapter may be supported 1 
information supplied elsewhere in the manual. For example, if the purpose o 
a particular resource manual is to provide the instructor with information 
necessary in preparing a training program, there would be no need to repeat 
the Instructional Procedure section at the beginning of each chapter. Instruc- 
tional Procedures presented once at the beginning of the manual would suffic 
Each chapter then may only include the Objectives, Introduction, Learning 
Activities, and Check-Out Activities. This variation could be repeated tiirougi 
out the manual. Nevertheless, even with this slight variation, the format is 
still in effect, 

PREPARATION OF CAf.lERA-READY COPY ' 

A. Appearance of copy on page. It is generally concluded t^hat copy is easier tp read 
when it is broken into small elements, as opposed to long paragraphs of written 
information, 

B. Coordinating the typing and composing of copy. Firm instructions on format musi 
be provided to the typist and others involved in composing tiie preliminary and 
final drafts. Composing the. final copy includes typing the master copy of the 
training manual contents and pasting and stripping titles, illustrations, and correete 
copy. Pasting and stripping activities cannot be taken lightly. When sections of the 
manual are corrected, removed, or replaced, the copy must also be properly realigni 
on the page. . ■ • 

C» Editing copy. Often, more than one person will be involved in compiling a training 
manual. Although a format may be agreed upon, one person must ultimately be 
responsible for molding the contents into camera-ready copy. Much technical 
editing will be necessary to obtain consistency in punctuation throughout-the niani 
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and to insure thatWery word in the manual is correctly spelled. A person with 
proven editorial experience should review each draft. 
D. Proofing copy. Much effort is expended in developing/compiling training manuals 
Yet, it is not unusual for a low priority to be placed on proofing the final copy. 
The final copy must be read a rid -reread--H-n^-^tiH:^t->y^m4^Uco^t^ « ■ ■ 1 i m i n a t 

' .r 

V. PRINTING AND BINDING MANUALS 

A. Determining how the manuals Will be printed. The most common duplication 
processes follow: 

1. Photocopy process. This method may be used when only a few copies of the 
manual aie-needed, and when manuals are needed on short notice. Many 
sjiools have photocopy eciuipment. ^ 

2. Offset process. The offset method may be used when a large quantity of 

, ' manuals are needed. Only larger school systems have offset printing equipme 
. 3. Stencil (mimeograph) process. This method is used when the developer does 
not have access to the above, methods. 
- B. • Determining who will print manuals. The following sources may have printing 
capabilities: 

1. State division of vocational-technical education 

2. State research and curriculum centers 

3. University central duplicating departments 

4. \ ' Local school central duplicating departments 

5. \ Local printing companies 

C. Detemnining how manuals will be packaged. The manner in which the pages in a 
manuAl are attached affects the extent to which the materials can be used in a 
traininAprogram. Some of the more common ways to bind manuals follow: 
■ I . Perfect bind, using a glue process to attach pages and covers 
2. SaddWstitch, by folding pages, and stitching or stapling 
3. Spiral iDinding, using prepared plastic coilis 

4. Three-ring notebook 

5. - Stapling 

12 - .16 



D Distributiai; manuals. Training muiuials arc ^lood publicity tools, as well as tools 1 
training. A copy ol" llic training manuals should be jiiovidcd to appropriate indiv 
duals in the following orgaiii/ations. provided the industry approves of the dissen 
nation of the materials: 

1. State division of vocational-technical educatior 

2. State research an.d curriculum center - •'- 

3. State agricultural and industrial board ^ / 

4. State economic council . 

5. Governor's adm;nistrative departments 

6. State senate and house of representatives 

7. . State and local employment seiricc offices 

8. Area industry development council 
9:. Local school administrative offices 

-10. Local school vocational-technical education department 
■ i I. Local chamber of commerce " . ^ 

Continue this learning activity by taking the Learner Self-Test which follows\ 
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LEARNER SELF-TEST 

MULTIPLE CHOICE 

This is a cliockpoiiil knowledge test needed before proceeding to develop a training 
manual in a praetiee situation. The test statements below represent types of information 
appearing in trainiirg manuals. Read the statement carefully and identify, the section of the 
manual format in which yon believe this information should be placed. Make an '"X'l in the 
parenthesis in front oi' your selection. Check yom' answers with iTie Answers to Self- i est 
which follow, if you fail to complete all items correctly, you miiy wish to refer back to 
appropriate parts of the module information. 

1. The information sheet appearing on page 7 of this unit must be duplicated in sufficient 
.number for pass out to all learners. 

a. ( ) Supplepientary Teaching/Learning Aids 

b. ( ) Pre-Lesson Activities ' 

c. (. ) How;to Uj)^" This Materiair 

d. ( ) \ Instructions to Teachers 

2. Press bearing to motor housing. 

Apply terminal wire. ^ ' • ' 

Assemble reciprocating spindle, 

a. ( ) Procedure * 

b. ( ) Steps of Procedure 

c. ( ) Learning Ax^ivities 
' ' d. "( ) Student Activities 

3. Fifty-eight percent of business conducted at the distribution center is elmrged on credit 
cards. As a distribution cerrter trainee, it is important for you to know how to properly 
fill out a credit card charge slip. ^ ■ ■ - ■. ' ^ 

a. ( ) Objective ... 

b. ( ) , Presentatron 

c. *\ ( ) Subject Matter • .., 

d. ( ) Introduction 

4. Processing orders " , 

. ' a. .C - ) Suggested Activities 

b. ( )' Purpose of Lesson 

c. (. • ) Title 

d. ( ) Objective . 
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5. Your work will be judged by tlKVinstriictor or supervisor using ;i pcrforrnance checklist. 
All items on the performance checklist must be rated ^^yes." 

a. ( ) Instructional Procedure 

b. ( ) Check-Out Activities 

. c. ( ) Evaluation Procedure ' 
d. ( ) Test Information 

AcqlJiiT~a~lKXrt^^ 

a. ( ) Instructions to Students 

b. ( . ) Instructions to Teachers 

c. ( ) Instructional Procedure 

d. ( ) Supplementary Teaching/Learning Aids 

7. The capacity of the company's products is presented in TABLE XI 1, page 107. 

a. ( ) Technical Data , • 

b. ( J Appendix 

c. ( ) Supplementary Teaching Material. 

d. ( Related Information 

LISTING 

Instructions; List in correct sequence the sections contained in a training manual. . 

"i . : L_ . 7. 



-> 



8. 



3. , _. 9. 

4. _^ 10. 



5. ^ 11. 

JS. 12. 
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ANSWERS TO SELF-TEST 



MULTIPLE CIIOICL : . 

1. a.. 

2. c. 

3. d. 

4: — . . 

5. b. 

6. d. 

7. b. 

LISTING 

1. Title 

2. ■ Instructional Procedure 

3. Supplementary Teaching/Learning Aids 

4. Objectives 

5. Introduction 

6. Learning Activities 

7. Check-Out Activities 

8. Additional Related Activities 

9. Appendix ., 



* Proceed to the next learning activity for developing a training manual in a practice situation. 



19 

^ 0 




M LUARNiN(j ACTIVITY II: PRACTICE PERFORMANCE 



MM 



Y(HiAvill he required \.o develop iruining niaiui^il in ;j pniclie'^ siiuaiion. You may wish 
lo refer lo the inforiualion found in llu' Hiodule. Vou nuisl select .d leasi two related tasks 
peribrnied in a job. You naist use tlu* lorniat suggevstcd in [\][^ inodule to develop a manual 
which will-iiistruet a learner in pcrformini: these task^- Von will he <^'V;duatini: > our jH-rfonnanee 
in developing a training manual by using [\\^ Pcrform^^nce Checklist < Apjiendix A). 

I, Study this module to determine the elements to l e included in the training maniwl, Take 
dose note of the sample elements Presented in Appendix 1^. 

II. Select at least two manipulative (psychomotor) tasks you have perfarmed on a job during 
tile last year. If iiossihie. select tasks which arc part of your present administrative or 
instructional rcs[H)nsibility. In. other we)rds. dcveloii maiuial for tasks which must be 

' learned by your St udents or peer group. 

III. Using references or personal knA)W ledge, prepare information lor each section contained 
in the n^anual. Tliis will include developing a t'^**^'- instruction^il procedure, supplementary 
teaching/learning aids, objectives, introduction, learning activities, and cliock-out activities. 

*IV. Prepare illustrative materials and'include them ^appropriate points in the manual. 

V. Use the Pcrrorm:mec Checklist from Appendix A to rate your competency in developing 
a training manual. All items on the checklist nuist be rated ''yes." 

* Continue to the Check-Out Activity for instructions on devclofiing a training manual in a 
real work situation. 
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^ CHECK-OUT ACTIVITY: PERFORMANCE IN A REAL 

WORK SITUATION 



The activity below is intended to be eonductcd in aii'actual on-the-job situation. It may I 
completed without completing tiie two learning activities, if you think >'ou have the proficienc 
to do so. 

In an actual work situation, you nuist-develop a training manual for au industry in your 
community. You may wish to coiisuli with an instructional materials specialist who has 
developed training manuals for widustries. You must contact industry representatives for 
information to be included in the manual.^ A standard formal should be used. You must coor- 
dinate the typing, proofing, atid editing of the final copy. Your performance will be judged by 
your instructor or supervisor using a checklist. All items on llie Performance Cheeklist 
(.\ppendi.\ A) must be rated '*yes/' 

* After completing the Check-Oiit Activity, you may select another module for study. Your 
instructor or supervisor may be contacted if you have any difficulty in selecting a module. 
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APPENDIX A 

PERFORMANCE CHECKLIST 



Developing training manuals. 



INSTRUCTIONS: If the performance is satisfactoiy, write YES in the space provided. 

If the performance is unsatisfactory, write NO in the space. Each 
item must be rated *'yes'' for satisfactory task performance. 

I. Learner directions m the manual arc clearly written. I I 



2. The manual is free of technical subject errors. 



3. The manual is free of writing errors (punctuation And grammar). 



4. The format of the manual followed standard procedures. 



5. The information presented is easy to read and understand. 



6. The manual is free of trite, unrelated information. 



□ 
□ 

a 
□ 
□ 



□ 
□ 
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APPENDIX B ^ 
Sample Training Manual Elements 
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ERIC 



D-HANDLE 



PORTABLE ELECTRIC TOOLS 

Training Manual for 
Assembling and Testing Armatures 




Mississippi State Department of Education 



Division of Vocational-Technical Education 
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Courtesy of Milwaukee Electric Tool Corporatioi 



D-HANDLE 

Portable Electric Power Toofs 
Training Manual for Assembling and Testing Armatures 
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Division of Vocational-Technical and Research and Curriculum Unit 

Education for Vocational-Technical Education 

Mississippi State Department of College of Education 

Education Mississippi State University 

Jackson, Mississippi Mississippi State, Mississippi 
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INSTRUCTIONAL PROCLDURli 



This niaiUKil coiU:iiiis one learning iutivity and a final cliockH)ut acliviix for the task covered. 
The learning activity should provide the learner will the knowledge required for suecessful perfor- 
mance of the task. The check-out activity is designed to alluW the learner to nertorru the task in 
i\ real work situation. 

. A self-test is used by the learner to reinforce learning of task knowledge, and to determine 
readiness for the check-out activity (task j^erforniaiice). 



SUPPLEMENTARY TEACHING/LEARNING AIDS 



* Video Tape. Armature Assembly.. Jackson. Mississippi 3^^205: Milwaukee Llectric Tool 
Corporation. Milwaukee Street. I 

PERFORMANCE OBJECTIVE 1 : Wind armature core 



Using a Globe HFA-1 Automatic Armature Winder loaded with two bales of 24-gauge wire 
(23-94-1 700) and armature blocks for above armature O.D./wind an armature core ( 16-09-000). 
No lead wires must be wound under a coil. 

INTRODUCTION 



A vital aspect of training is the accurate performance of tasks." The following will depict 
the information and procedures necessary for windinc an armature core. The manufacturing 
engineering department has spent months analyzing the most efficient and safe way to perform 
the task. The operator-should not deviate from these procedures without the expressed consent 
of the supervisor. . ♦ 

* Proceed to the learning activity. 
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LEARNING ACTIVITY 



Yoii should sliidy c;i!vriill\ ihc icclinicul inioniKjlion and pcrrorniancc guide presented in . 
the follow ing pages. Alter riaunig this nialerial. you will demonslrale knowledge of winding an 
armature core by completing tlie Learner Selt-Test. You will be evaluating your knowledge by 
comparing your self-test answers witli the Answers to Self-Test. 
L TI:RMS UNIQUI- rO TASK 

A. - Armature core. Laminated iron. 

B. Armature stack. The parts which make up an armature core. 
C Coil. Wire wound around an armature core. 

1). Laminatic::s. fliin layers of iron. 
II. MACHINL AND WORK CLNTLR ILLUSTRATIONS J206-0000 



Wind 12 turns/coil of 23-94-1700 (24 Ga). 
Globe wind, left h^nd ilyer going, C. W. index. 

;v , ■ '■■ ■ - - 




BEGINNING AND 
; ENDING LEAD 





Wound Arriature 



Armature Winder 
(Courtesy The Globe Tool 
and Engineering Company) 



\ 



III. INFORMATION OUTLINE 

The purpose for winding an ;irmatuio one is to pioNide coils which produce . ■ 
magnetic poles when current is supplied to the electric motor. There arc two coils ikm* 
armature slot. The numerous coils i^rovide Ibr smooth armature rotation in the elec- 
tric motor. 

Two automatic winding machines wil! be operated simultaneously at ifiis work 
\station. An inspector will occasionally sample and check the armatures for the proper 
. number of turns per coil. This inspection procedure includes unwindi-ng one coil on- 
One armature slot and counting the nuniber of turns. The operator of the automatic 
winding machine must also observe an automatic counter on the machine to see that 
the desired number of turns are being made on each armature slot. 

The operator must observe the winding to insure that k^ads are not wound under 
coils. If this occurs, stop the machine and pull the lead back into position behind the 
lead trap. The lead traps are located on the back side of the winding jaws. No attempt 
must be made by the operator to adjust the machine. Call the set-up person if adjust- 
ments are needed. 

Each eoil and slot on the armature is identified by a lead wire. The winding machine 
produces, long and short leads alternately at each armature slot. The long and short 
leads are separated and connected to the armature commutator in later tasks. The^ 
beginning and ending leads are identified by twisting the wires together. 



o . 



• IV. I'liRIORMANCl Cil'IDl. 



START 




Step 1 

Wire from last coil of winding machine is taken through slot tp complete final turn of coil 




Step 2 (Left Index) 

Same wii:e is looped over tooth and brought down through slot to right of last coil. 




Step 3k 



* Continue this learning activity by taking the Learner Self-Test which follows. 
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LLARNLRSLLI TLSr 



List iwo [>:ir'ls iiccdL'd lo wind .111 .iriuiituiL' 

a. . 

b. 

No : wifL's nuist by woiiiul under ;i Loil. 

TIk* bcg.nninii :nul leads arc idLMUillcd In iwisilnL: iIk* nsucs Iol^ iIkm. " 

•'WhiL'h ol' the iDllowing procedures is ineorreel? 

a. * ..Insert ariualure into winding Jaws. 

b. Start niaeliine. 

e. Separate iIil* beginning and ending leads, 
d. Place wound ainiature core aside. 



nuipu".| *c 

r>Aor> .^jniniMJV 
s>{.^oiq .^JiipMUJV 'q 

:r?U!/,\oijO| (0(M\] \uy 1 
ISTII HIHS OX S>I?IMSNV 



35 



CllLCK-OUT ACTIVITY 



riiis iJLiiviiy is mlcitdcd to Ih* conducted in an actual on-thc-joh siliuilion. You must wind 
an armature core. A Cilobc HI- A- 1 Autoinalic Armature Winder is set up aridVeady lor operation, 
^'ou niusl first orall,\ rcjicat the |irocedure lor cv clnig the maciiine to your suj)ervisor. Then 
your supervisor wiH observe whde \ ou cycle U:o i?iaehine without a part. Next, your supervisor 
win observe while you wind an armature core. Your pert'ormance will be judged by your super- 
visor using the Performance Checklist which follows. All items on the checklist must be rated 
'*yes'' for satisfaclorv performance. 



PliRFORMANCli ClILCKLiST 



Wind urinaturo core. 



INSTRUCTIONS: If liie performance is satisfactory, write YliS in the space [irovided. 

If the performance is unsatisfactory, write NO in the s[iacc. Lach 
item must be nued "yes" for satisfactory task perfoiniance. 



I . No lead wires were wound under a coil. 



2. No attempt was made by the operator to adjust the machine. 



3. Operation was completed within the time specified by the 
supervisor. 



4. Standard procedures were followed in operating the machine. 



5. Leads were twisted together. 



□ 
□ 
□ 
□ 
□ 
□ 
□ 

□ 
□ 
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LIST OF INDUSTRY SERVICES LEADERSHIP DEVELOPMENT MODULES 



I C)iUMil;ilioi, III liuijj^tr\ sS».'i\ii\'s 

A InlloJiktKMl ti> llUlll\tl\ Sct\k».-s 

B ItuliKiis Soi\ ki's K',uU'i \lii|> U^.*\ ck»|>inoiit Ptn^i,Mii 

(tlikl*.* toi I sini! llu' Si-lt-l'.kOcI lllstMk lkMl.il NKutulv 

II !-s!;ibli>liini: l\iiil;kis ;iiul kohitiunsliips 

A Si'LMkiiii.' tu likltistiijl .iiul ( oiiiimitnts (tioups 

H Writing Aitkk's toi News McJi.i 

< Idctltlt VIMg ('.lIlktlOMs ol Aj.'*.'lk k*s lti\ol\cJ in 

iikliistiN Scrvk\*N 
U. hL*\\*ln|>ini: »i BinJiuic lc»i liuliislr> S*.i\u*.'s 

111. Oblaining Agrmneiits 

A. Dcwioping "rr.iiuiny A.^tiv't^-itK-iilN 
H Dc\c'liipiiig .1 I .ul-tiiik- Silk-diiU' 
('. Intoiprjtnig I ogisl.itinn KcLiK-U to likliistrs Soivkos 

rlV. iUriititviiii; Training Needs 

A. ( 'i>lk\t III}? iMilU'wnrk PnuliktkHi .iiul lijiiiiiii* 
Intnrni.LtiPii 

B. Selec ting I \ |>i*s ut rrnning l'rc>i:r.iiiis 

C" I'rcp.iring .1 Biuiget tnr ,111 IiuhiNtrv S*.-r\ k Tiok a 

V. Aaiuiring Re "sources 

A. St'k'Ltiiig liislriK'tors ti>r Iiuliistrv S*.'i\k».'s 
B SL'i iiriiiJi J I r.n'iiiiig Sll^.■ 

r. SL'turing rr.iining l-v|uipiiU'Mt. I nuK. .iiul Sitpplk-s 

VI. Trnhiing histriktors for liuiustrv S<*r\iivs 
rriiiiiiiig liistrikUxs t'nr liuliistrv Scr\k\'N 

V'll. Preparing for Tr.iiiiiiig 

, A. Ad.ipting tlif Tr.iiiinig Site to "I rjinuig Nt.'L\K 

B. I'vulujtiiig S.iti'ts ("omlitunis .It I r.iiiiiii!.: Sil^-s 
CV AnriiHiiU'ing the Oporiing ot .1 Trjiiimi: Prtiiiijiii' 

Vni. Preparing Trnining MnteriaK 

A. ( oiidut t ing a T;isk Analysis 

B. IX'VL'lopnig I'LTtornKiiKL* Ol^jL-L tiM-'s 

iX'torniining FypL's i<i liKtriktn iiai .VKMliods and Mi\liii 
I). IX'Vfk)ping pLTfurinancL* losts 
I.. lX'\L*I(>pi ng Truiniiig Mantuils 

I'. PrL'paring Vkli.*ol»i|>L's lor an hkliistrv Servk\'\ Prugtain 

(*. Sotting Dp I LMfrnng ('L-ntcrs lor liuliistrv Soia kcs I'rDgiMins 

IX. Sckeling Candidates 

Developing a INan tor I"; img .iiul CouiKeimi! Applicants toi a I laituiii: l*iiv<,Maiii 

X. MiHiiioring Training Programs 

.A. AssLslnig in I'rovuling Pre-f'ni|'ku nu'iit .Iiul In-lMant Ir.nniiig ^ 
B. Develop ing a l*rL>cednre for Keeping P.iitieip.itiiig Agent k-s Intriined 

Ahoiit I rainnig Progi.tni .Ac tivities 
(". Monitoring rnnrnng Pfoiiranis li»i Progress .mil l \petidn ures 

XI. Closing Training Progranis 

("losing a "I r iining Progr.ini 

XII. Plaeing Program Participants 

Devek»ping a IM.iri tor Plaeing ( itMdii.ites o| .t I'le-I rnplo> nunt I rjinniv ['loi^r.nii 

XIII. Kvaliiaiing liuhistrv Ser\iees Programs 

I'valii.itiiig likhisti\ Sei\ aes Crogijitis 



Direel liupiiries To Kesearui and ( iirn'enlum liiiil lor Vocati"ii.il- 
I eelink.il I diie.it ion. ( t>llege ot 1 diiv..itnHk 
Mississippi State laiiNerMt\ . Ui.iwer D\. 
MissiNsippi St.ite. MS .>^^70J 

u.oi 1 .^:5-:5 10 



